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ERNST & ERNST

T h i s  l i t t l e  b o o k l e tGIVES SOMETHING OF THE 
HISTORY AND TRADITION OF 
ERNST & ERNST. IT IS PRINTED 
ESPECIALLY THAT THE NEW 
MEMBERS OF OUR STAFF MAY 
HAVE A C LEAR ER  CO N C E P­
TION OF THE IDEALS OF OUR 
ORGANIZATION, ITS AIMS AND 
ASPIRATIONS.
ACCEPT FULLY THE SUGGES­
TIONS AND INSTRUCTIONS AS 
OFFERED HERE. THEY ARE THE 
RESULT OF LONG EXPERIENCE 
AN D  ARE GIVEN FOR YO U R  
PERSONAL BENEFIT BY MEN 
W HO BEG A N  THEIR W ORK 
WITH ERNST &  ERNST AS YOU 
ARE BEGINNING YOURS.
GOOD LUCK TO YOU 
CHEERFULNESS, HEALTH AND 
PROSPERITY
Copyright, 1920 
by
ERNST &  ERNST
PAST AND  
FUTURE
T HE Ernst & Ernst organization was founded by Mr. A. C. Ernst, 
our managing partner, in Cleveland, 
Ohio, in the month of June 1903. The 
development of the organization is the re­
sult of the untiring efforts of Mr. Ernst and 
the men and women of his selection who 
have worked through the years with him.
Mr. Ernst began his work as an ac­
countant in Cleveland, in 1898. Devot­
ing an entire year in the factory office of 
a large industrial corporation, under the 
direct personal supervision of the highest 
official in the operating end of the busi­
ness, Mr. Ernst very early acquired a 
practical insight into factory operations, 
costs, system and management.
The name “Ernst & Ernst" is due to 
the fact that Mr. A. C. Ernst had at first 
associated with him an older brother, for 
many years chief accounting officer of a 
large steam railroad. This association
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lasted until 1908, when Mr. Ernst ac­
quired his brother's interest.
The growth of Ernst & Ernst as an or­
ganization in the past seventeen years 
has been steady and consistent. The ex­
pansion of its activities and the perfection 
of its services have been only as rapid as 
men of character and natural ability have 
been found available to do the work; and 
future growth and development must 
depend on this same human element—  
upon men— men now in the organization 
or who may join it later.
The partners, managers and executive 
staff of Ernst & Ernst are men selected 
in every case from within the organiza­
tion— men who have deserved recognition 
through loyal and effective work. Every 
partner and executive has been trained 
in the Ernst & Ernst organization. More 
men will be needed for high positions as 
the organization expands. The selection 
of these men will be from within; for only 
through personal contact, through trials 
and the closest cooperation with their 
fellow workers, may the future partners
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and executives of Ernst & Ernst be 
chosen. Thus only, may they measure 
up in every way to the standards and 
ideals of the organization they are to 
direct.
Every member of the present firm of 
Ernst & Ernst was selected originally as 
a member of the staff and every one in 
the capacity of a junior accountant.
It is Mr. Ernst’s policy to let the men 
he selects as partners gradually acquire 
an interest in the business by the means 
of profit sharing. The present partners 
have acquired their substantial interests 
thus, and accumulated wealth without 
the investment of outside capital.
No relationship handicaps are placed in 
the way of the men in the organization. 
So far as we know, no two people in Ernst 
& Ernst organization are related to each 
other either by blood or marriage. The 
firm to-day stands committed to this 
policy.
All Ernst & Ernst men were born and 
educated either in the United States or
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in Canada. We believe in securing the 
services of men native to the countries 
we serve. Ernst & Ernst has attained, 
and it will be their purpose to maintain, 
the truest form of professional democracy. 
Class distinctions are not recognized or 
tolerated. Each man is rated according 
to his character and his accomplishments, 
whether he be an assistant, a supervisor, 
an office manager or partner. The 
success of Ernst & Ernst therefore, de­
pends wholly upon the character, the 
ability and the industry of the men and 
women who make up the organization.
CH ARACTER is the first considera­
tion. Ability and industry are import­
ant, but character must come first; for 
character establishes confidence— and that 
is the heart and soul of our particular 
work. It is not so much what we say, 
as what we think and do and are.
A B ILIT Y  is the second consideration 
towards attaining recognition— a man’s 
ability, first, to secure the confidence of 
his associates; his ability, second, to 
measure up in character to the require-
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ments of Mr. A. C. Ernst. These re­
quirements are exacting— but their pos­
session has its just rewards.
And then— INDUSTRY. The men 
who have accomplished the big things in 
Ernst & Ernst in the past and who are 
its leaders to-day, and those who are 
accomplishing the big things to-day and 
will be its leaders in the future, are the 
men who work, who measure time only 
by the completion of a task, who think 
straight, live straight and go straight to 
their objectives— with a single, well-de­
fined purpose.
TO THE NEW MEMBERS 
OF OUR STAFF
THE observations and suggestions contained in the following pages 
are the result of long experience and 
close association with many men in 
many lines of business. They are not a 
lot of “don'ts" for beginners. They are 
offered rather as a guide to your success 
in our organization.
Young men are constantly attracted 
to our organization. Many of them as­
sociate themselves with us to make ac­
counting and systematizing their life’s 
work. Others join the organization to 
perfect their knowledge of accounting—  
recognizing the importance of such ex­
perience, in entering other fields of busi­
ness. Regardless of the reason for join­
ing our organization, all worthy men are 
welcome and will be treated on precisely 
the same basis.
A young man, associating himself with 
a professional or business organization, 
should keep in mind constantly the ful-
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fillment of the trust reposed in him. If 
a man finds himself unfitted for his work, 
or if his environment is not to his liking, 
he should, after careful consideration, 
change his position. To do this he must 
keep his record clean— that is, at all times 
retain the friendly interest of his em­
ployers and his associates.
Ernst & Ernst points with especial 
pride to its alumni. Many former mem­
bers of its staff now occupy positions of 
trust in large and important business 
organizations throughout the country—  
Presidents, Vice-Presidents, Treasurers, 
Comptrollers, Auditors— each doing his 
work with distinction, an acquisition to 
his firm, a contribution of Ernst & Ernst 
to good business in general. Each of 
these men would have succeeded in any 
walk of life. They possess the essential 
qualities of success— character, ability and 
industry.
The nature of the work of Ernst & 
Ernst is such that its activities are well 
divided throughout the year. The busi­
est period is during the winter and early
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spring. But our clientele is constantly 
enlarging; we are opening new offices, 
and there is always work for competent 
men the year through.
In these days of haste, simple courtesies 
in business dealings are often overlooked. 
Such courtesies contribute so much to the 
happiness of others, and influence others 
to such a degree with a desire to be con­
siderate toward us, that we consider 
them of great importance. We should 
never overlook the opportunities afforded 
us to commend good work, to encourage 
others and to make life more pleasant 
for those around us.
Remember that we must give before 
we may truly receive; we must invest be­
fore we can expect returns. The agree­
able man, the courteous man, finds the 
most satisfying fellowship with his fellow 
men and always receives the most pleas­
ing and helpful consideration.
The man who knows what he wants, 
and goes after it, straight, usually arrives 
at his goal. On the other hand, the man 
of indecision who is never sure of himself,
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nor knows his own mind, arrives nowhere. 
A  man of this type can never reach a 
place of responsibility in this organization.
Frankness and directness are marks of 
clear thinking. They are characteristics 
of all successful men. Give your prob­
lems careful thought, so that your deci­
sions may be sound and definite, and 
supportable with facts and figures.
You must have confidence in our or­
ganization and in yourself, if you wish to 
instill confidence in the minds of your 
associates and our clients.
If you desire to become a factor in this 
organization visualize our business five 
or ten years hence. Prepare yourself 
by experience, study and tact for the work 
to be done. The man whose efforts are 
inspired by dollar compensation, rather 
than the acquisition of responsibilities, 
will never be capable of fine or large ac­
complishment.
Good health is a requisite to physical 
efficiency. Our work is largely sedentary.
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Keep in condition by regular physical 
exercise. Get plenty of outdoor exer­
cise. Join some athletic or sports club 
or a gymnasium. If you cannot do 
either, take physical exercises regularly 
in your home. Simple “setting up” ex­
ercises, night and morning, are adding 
50 per cent. to the physical efficiency of 
millions of men— young and old. This 
largely since war training.
The reputation of our firm for impartial 
service is the most valuable asset we have. 
As our representative you must aid us 
in maintaining our standard as the high­
est quality of service.
While engaged in the office of our client 
you are the guest; the client, the host. 
Therefore, in your relations with his 
organization be as considerate of him and 
of his organization as you would naturally 
be were you a guest in the home of a 
friend.
Make it a rule never to discuss the per­
sonnel, business, or character of work 
done by other organizations in our pro­
fession.
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Be slow to criticize any feature of a 
client’s system or accounting. Criticize 
only when you are sure that your criti­
cism will be to the best interest of our 
client, and only when you have something 
of a constructive nature to suggest. 
Even then it is better to build up than to 
tear down. Suggest improvements rather 
than condemn practices.
Your work will bring to your attention 
various mechanical and labor-saving de­
vices used in accounting work in the office 
of your clients. You will, of course, form 
your own opinions regarding the merits 
of different types of equipment in general 
use. Under no circumstances be led into 
a criticism of any equipment in use, and 
never suggest the purchase of any par­
ticular device. Leave the selection of 
mechanical aids entirely to the client 
and his employees. If the client is in 
doubt on certain details refer the matter 
to the Manager of our System Staff for 
advice.
If you are not entirely satisfied at any 
time with the treatment accorded you,
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or the opportunities afforded for advance­
ment in our organization, consult the 
Manager of your office. Lay the circum­
stances of your case fully and frankly be­
fore him. Do not brood over seemingly 
adverse conditions or discuss them with 
your personal friends or associates. Go 
to headquarters— the only source that has 
the power and influence— and talk mat­
ters over.
And if the time should come when you 
are satisfied, beyond all reasonable doubt, 
that a connection with some other or­
ganization would be more to your liking, 
discuss the matter with the Manager of 
your office. Be assured that he will 
always take keen satisfaction in advancing 
your interests in any new field you desire 
to enter. If your record with Ernst & 
Ernst is above reproach you are entitled 
to, and will receive, the highest considera­
tion.
It is the hope of the partners and man­
agers of Ernst & Ernst that every one 
connected with the organization shall 
find the keenest interest and pleasure in
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the work. So only may the best results 
be obtained for our clients —  and the 
truest, most permanent success for those 
who work with us.
T HE ‘‘Golden Rule” always applies and, if consistently followed, usually 
opens the way to relationships that will 
be pleasant and lasting.
Stop for a moment and consider the 
atmosphere you personally create. What 
is there about your individuality that 
may impress those with whom you come 
in contact? You register some impres­
sion. Is it good, bad or indifferent? 
Whatever it is, it is largely a reflection of 
your own state of mind.
An optimist with his cheerful disposi­
tion cannot disguise himself, nor a pessi­
mist with his morbid expression and bear­
ing. “Cheerfulness,” says the Spectator, 
"keeps up a kind of daylight in the mind, 
and fills it with a steady and perpetual 
serenity.”
Your ideas, in regard to certain business 
details, may at times conflict with those 
of our client or his employees. You may 
be positive that you are right, but unable
COURTESY
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to establish your convictions. It may 
be that you have not presented your case 
in a logical or concise manner; or it may 
be that you are confronted by an obsti­
nate person.
In any event, and under all circum­
stances, appreciate the fact that the client 
has engaged us in an advisory capacity 
and has the right, therefore, to accept 
or reject any or all of your recommenda­
tions.
Schopenhauer, the philosopher, said, 
"All we see in the world is a projection 
from our own minds. I may see one thing, 
you another; and according to the test 
of a third party we are both wrong, yet 
all are right.”
Always be ready and willing to answer 
questions and make suggestions to your 
client's employees whenever they may ask 
for information on accounting matters. 
Give them such assistance as will help 
them to do better work. Make it possi­
ble for them to give a higher quality of 
service to their employers because of 
your suggestions and help.
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As a general rule you are not expected, 
nor is it considered good policy, to enter­
tain either the client or his employees, 
nor should you accept anything other 
than the ordinary forms of entertain­
ment extended by your client to others 
with whom he has business relations.
Be courteous, pleasant and always 
friendly to the people you come in con­
tact with; but, at the same time, avoid 
any intimacy that may prove embarrass­
ing.
It is always well to refrain from smok­
ing in offices where smoking is not the 
custom; otherwise you will be taking 
privileges not permitted to others.
Clients frequently indicate their per­
sonal approval of the members of our staff 
assigned to their work. Stress is most 
often laid on the cheerfulness, dignity, 
helpfulness, good conduct, and other fine 
qualities of our men. We are justly 
proud of our men.
CONFIDENTIAL
NATURE
OF OUR WORK
IT  is highly important that a staff member should realize at all times 
that his work is of a confidential nature. 
His attitude, therefore, must be impartial. 
His obligations are to our client, to 
himself and to Ernst & Ernst.
A  few “don'ts” are necessary to em­
phasize the danger that is always present 
of inadvertently injuring our client and 
embarrassing yourself and our firm.
Do not, under any circumstances, talk 
with strangers about your professional 
work, your business connections or re­
lated matters.
Do not discuss the business affairs of a 
client with any one except the client him­
self or the executive in our office to whom 
you are responsible.
Do not discuss your personal problems, 
or your troubles, with any one except the 
Manager of your office; be reserved at
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all times— it is more dignified; it is in­
dicative of good business.
Do not discuss our work or our organiza­
tion in public places with other members 
of our staff.
Do not discuss business matters on 
trains, particularly in the smoking cars, 
where you may be overheard by strangers. 
This is a good precaution to take, even 
though you do not mention names. The 
fact is that frequently strangers, on trains 
and in smoking cars, obtain very valuable 
information from conversations they have 
overheard.
All papers, forms, reports and other 
data relating to the work of our clients 
should be filed in the confidential files 
of our office when the work is completed. 
Under no circumstances are staff members 
permitted to retain any papers at home or 
on their persons.
AIDS TO YOUR 
SUCCESS
YOU will, of course, devote yourself to acquiring a thorough knowledge 
of the class of work on which you are 
engaged, and you will strive at all times 
to render satisfactory service to our 
clients. But if you wish to stand out 
in our organization as a man of ex­
ceptional qualities, you will give attention 
to the following instructions:
Instruct and help other staff members 
with whom you come in contact. Give 
them the benefit of any special knowledge 
you may have that will aid in making 
them better-trained men for the organiza­
tion. The success of our organization 
depends upon the quality of your work. 
The more high-grade men we have, the 
greater the opportunity for all concerned; 
and your earnestness in helping build 
up the right kind of an organization must 
be recognized.
A technical library is maintained for 
the benefit of our staff members. The
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books of this library are gladly loaned. 
They will enable you to increase your 
knowledge. We are always ready to 
buy other books in which you are inter­
ested.
There has not been a time in the last 
few years when we have not been desirous 
of adding capable men to our organiza­
tion. We appreciate recommendations, 
from men already on the staff, for addi­
tions to the organization. You will 
have, in a short time, a knowledge of just 
what we want and require of staff mem­
bers. We shall naturally place more con­
fidence in a recommendation coming from 
you than from any person on the outside, 
not familiar with our business.
Staff members should look on this 
business as their own. If you will view 
all its problems from that standpoint 
you will naturally assume responsibili­
ties. This will relieve the executives 
under whose direction you are working. 
You will not waste the client’s time, your 
own time, or the time of other members 
of the staff. You will be economical in
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the use of stationery, supplies and other 
materials that go to make up overhead 
expense of your office. Be convinced 
that this business is the one you want to 
make your own. Base your future upon 
it. You will thus attain your ambition; 
and an executive position, or a high place 
in the counsels of the organization, will 
surely be yours. But you must fit your­
self for that future by constant attention 
and persistent work. Assume responsi­
bility; think in the terms of manage­
ment, and be thrifty.
Regardless of what your present income 
may be, endeavor to save a portion of it. 
The saving of money denotes will power, 
which is a great aid in the development of 
character. It has been said that successes 
are separated from failures by the will 
power necessary to save.
Suggestions for improvements in re­
ports, forms, presentation of systems and 
all matters pertaining to the conduct of 
our business are always welcomed. The 
doors to the offices of the executives of 
Ernst & Ernst are never closed.
27
28
Do your work thoroughly. Let no 
doubt exist in your mind as to the thor­
oughness with which your work is done. 
In accepting a task you incur an obliga­
tion of the highest order. You are 
usually the only judge. Your judgment 
must, therefore, be severe.
We are responsible to ourselves first 
and last, and to others only incidently. 
If we satisfy ourselves that we have done 
our work thoroughly and honestly, it 
must follow that we have satisfied those 
we have served.
The best evidence that you are en­
deavoring to make a success of your 
connection with our organization is to 
demonstrate that you are thinking and 
acting along constructive lines— lines 
that will improve our service.
ACCOUNTING  
FOR TIM E
YOU have received instructions in making out your time reports; and 
you know the time these reports are 
due in the office. Please observe carefully 
these instructions.
Your time reports should account for 
the hours of each working day. Time 
that cannot be charged to a client should 
be shown as office time. Office time, in 
our profession, is equivalent to indirect 
or non-chargeable time in a factory and 
therefore becomes part of the overhead 
expenses. Consequently, it is our aim 
to keep office time as low as possible.
When engaged upon work in the office 
of a client, the established work hours of 
the client's employees should be the basis 
for your schedule. Our service charge 
is based on the number of days you work 
for a client; and it is our desire that you 
give the client a full day according to his 
standards.
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We charge our clients with the time 
our staff workers report. If you neglect 
to report enough time, we charge less 
than we should and consequently lose. 
If you report too much time the client 
will complain, and justly so. Injury to 
the reputation of our firm is the result.
From time to time, as necessary, ac­
quaint the executive, under whose direc­
tion you are working, with the condition 
of the work upon which you are engaged. 
This will enable him to plan his work for 
you in advance— thus saving time.
If you are ill at any time immediately 
notify our office by telephone or wire.
Time spent in traveling on trains dur­
ing the ordinary business hours of 8:30 
A. M. to 5:30 P. M. should be charged to 
the client you are serving; but do not 
charge traveling time before 8:30 A. M. 
or after 5:30 P .M .
Overtime work is frequently necessary. 
A client may require a speedy comple­
tion of the work in hand. Staff members 
should as far as possible accede to such 
requests.
30
During the busy accounting season, overtime work may frequently be neces­sary. This is not the rule, however, but rather the exception. Rest, recreation and physical exercise are necessary for continued health and efficiency, and a regular working day is long enough.
We maintain a comparative record of the total time, the office time, and the overtime reported by staff members. A good record in respect to chargeable time helps build up your prestige and our confidence in your enthusiasm and loyalty.
When it is advisable to do necessary work in our own office, which is to be charged to a client, you should make this labor clear to the client and give him an estimate of the number of days that will be required on the work. Be careful to see that your estimate fully covers the time necessary to complete the work.
Staff members are assigned by their executives and should always be on the work to which they are assigned. If for
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any reason they are required to go to 
any other office, they should immediately 
notify the executive in charge.
No measure of real success awaits the 
clock watcher. The man who is not will­
ing to give thought and time to his work, 
outside of stipulated office hours, has 
little love for his work— and his time, even 
in hours, is of questionable value.
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EXPENSES
IN all cases traveling and hotel ex­penses, incurred by staff members while out of town, are charged to clients. We want you to be comfortable and to live well. At the same time you will avoid any expenditure that is unnecessary and extravagant.
When an assignment calls for continued attention for a considerable period, you will find it advisable to arrange for a weekly rate at your hotel. Substantial savings are made in this way.
Your expense reports should not in­clude items of personal expense which would be incurred were you at home.
You will be furnished with an expense fund; also Expense Report Books, in which you will carefully itemize each day's expenses. Enter separately the amounts paid for room, meals, railroad fares, and other necessary and allowable expenses. Your Expense Report should be mailed or turned in to the Cashier’s
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office with time reports at the end of each week.
Avoid, if possible, the cashing of your personal or firm’s check at the office of a client. Under no circumstances should you borrow any money from a client. 
If your expense check has not reached you on time, telegraph your office for 
funds.
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AND
ALWAYS REMEMBER
ERNST & ERNST is a large organi­zation. It is growing rapidly, branching out, as circumstances and conditions suggest into new fields and new territories. We are ever on the alert to develop and encourage the right kind of young men. The future partners and managers of Ernst & Ernst must be selected from the young men who are now on our staff and other young men who will join our staff in the future. If you believe that there is such a thing as a business future, and your vision of the possibilities of the Ac­counting profession is broad enough, you will realize some of the opportunities offered by the firm of Ernst & Ernst— opportunities offered those who measure up, in character, ability and industry, to the standards Ernst & Ernst have set.
As a member of the Ernst & Ernst organization, you are one of the custo­dians of a trust. The trust and the con-
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fidence the business and investing public reposes in Ernst & Ernst should be al­ways in your mind. It has taken years, it has meant many sacrifices, material and otherwise, to create this trust. It must be preserved. Its value must be enhanced.
In the performance of your work spare no time or effort. Be satisfied only with perfection—a perfection based on hon­esty, on efficiency, and on simplicity. We can afford to lose money, to lose time, but we cannot afford to lose the confidence of those we serve.
Integrity is your greatest asset in life —it is your life, for without it you lack self-respect.
Be fair to our client, to his employees and to yourself and you will be fair to Ernst & Ernst. Avoid mental reserva­tions— be frank — and you will be re­spected.
And finally, and always—
Do your work well, do it honestly, keep 
on the job.
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